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RECORDS RETENTION AND DISPOSAL SCHEDULE

AGENCY: Department of Public Works DIVISION: Utility Operations
Item No. Description Retention
UPERSEDES SCHEDULE C-7 - C-766, C-967
C-770, C-974, C-975,

1 Correspondence Retain five (5) years then destroy.
Correspondence files including memorandums, letters, and
reports.

2 Payroll/Time & Attendance d Retain three (3) years then destroy.
Daily timesheets and leave records as required by Fair Labor
Standards Act (FLSA).

3 eneral Fileg — Bureau ilit; eration Retain five (§) years then destroy.
Miscellaneous administrative information relative to various _
ongoing activities of the Bureau.

4 Purchasing Retain three (3) years then destroy.
Purchasing documents, requisitions, invoices, credit card
reconciliations, receipts, and supporting documents.

5 Budget Retain three (3) years then destroy.
Information used in budget preparations, budget drafts,
appropriation data.

6 Capital Project Files/Grant Management Retain five (5) years or until capital
Correspondence and documents related to construction of project is completed and any audit
new facilities and rehabilitation of existing facilities. is completed, whichever occurs
Contains grant applications, awards and renewals. later, then destroy.

” uterized Maintenance Management Fil
Electronic files pertaining to equipment history, corrective Retai i , )
maintenance, preventative maintenance and other equipment et;m}t: ntil equipment is na longer
data related to all Bureau assets. used, then destroy.
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RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Item No. Description Retention

8 Policies, Procedures, and Directives Continuous record. Maintain as
Policies, procedures, and directives set forth by the Bureau perpetual file by updating when
and other matters pertaining to the overall operation of the amended or revised and destroying
Bureau. obsolete material.

9 Apreements Retain for three (3) years after the
Agreements between Bureaus, County Departments, agreement has been terminated,
Municipalities, State, Federal and other organizations. then destroy.

10 Accounting/Finance and Audit Records Retain five (5) years then destroy.
Reports of audits conducted, general finance reports, expense
reports, annual inventory control.

11 Allocation Records a) Retain until 2 years after
Information on the allocation of water and wastewater for buildout, then destroy.
developers for: b) Retain for 3¢ years after

a) Residential Subdivisions buildout then destroy.
b) Commercial Projects

12 Meter Service Records Retain until account has been
Hydrant permit rentals retired, then destroy.

13 Utility Agreements/Public Work Agreements Retain five (8) years after work is
Agreements, deeds, plans, correspondence and cost estimates | released for services then destroy.
(active and under maintenance bond).

14 House Connection/Infill Lot Contracts/Patch Paving Retain three (3) years then destroy.
Contracts, estimates, and inspections

15 Vehicle Records/Flee inten

a) Damage reports, inspections, pre-trip/post trip a) Retain for life of the vehicle then
inspections, mileage records, operating records destroy.
b) Procurement records and specifications b) Retain for three (3) years then
destroy.
16 Safety Records Retain five (5) years then destroy.

Correspondence, safety observer reports, safety audits,
tailgate sessions records, training records, property damage
yeports, personnel inquiry reports, infrastructure damage
reports, facility inspections, Maryland Occupational Safety &
Health (MOSH) reports, and Qccupational Safety and Heaslth
Administration (OSHA) reports.
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RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Item No.

Description

Retention

17

18

19

20

21

22

23

24

Training Records
a) Employee records, pay raises, and employee
certifications

b) Training course information. Excellence in Cost
Effective Leadership (EXCEL) Program documents
including certification requirements

Pretreatment Program Files—Significant Commercial &
Industrial

Correspondence with industry, state and federal authorities.
Records include applications, discharge permits,
inspection/monitoring data, program development data,
permit application, billing and payment information

Biomonitoring Files
Reports and correspondence relating to biomonitoring testing

at water reclamation facilities.

Hazardous Wagste Disposal
Reports and correspondence related to disposal.

Stormwater Management Plans

Site location data, plans and reports.

Labgratory
Drinking water lab certifications, results of laboratory audits,

chemical and equipment inventories, sarapling and
equipment manuals, analysis of data from water reclamation
facilities and general correspondence relating to laboratories.

Regulator tes
Federal Register and Code Of Maryland Regulations
{COMAR) notices, Fact Sheets and impact summaries.

Marine Sanitation Pumpout System Dischargers

Correspondence and evaluations of marina requests to
discharge boat waste into the County’s sewer system.

a} Retain for three years after the
employee is no longer employed by
the Bureau of Utility Operations,
then destroy.

b) Retain for the life of the course
and/or certification program, plus
two years, then destroy.

Retain six (6) years then destroy.

Retain three (3) years then destroy.

Retain three (3) years then destroy.

Retain five (5) year then destroy.

Retain five (5) years then destroy.

Retain three (3) years then destroy.

Retain five (5) years then destroy.
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Records Management Division
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of' 5

RECORDS RETENTION AND DISPOSAL SCHEDULE

{(Continuation Sheet)
Ttem No. Description Retention
25 Holding Tank Certifications/Applications Retain five (5) years then destroy.

Applications received from residential and commercial
customers relative to reduced rate of generated septage,
which is disposed of at County septage receiving points. Also
contains tickets and ticket monitoring data.

26 Sludge Utilization Permits Retain five (5) years then destroy.

County and contractor sludge permits, site detail data,
correspondence, invoices, and hauling data.

27 Sewage Sludge Analysig Retain five (5) years then destroy.

Results of sewage sludge analyses for sewage sludge
generated at County's water reclamation facilities.

28 Sewage Sludge Generation Retain five (5) years then destroy.

Monthly and annual reports relating to sewage sludge
volumes generated at County water reclamation facilities.

29 Supervisory Control & Data Acquisition (SCADA) Retain for life of the software then
Federal Communications Commission (FCC) Licenses, destroy.

correspondence, Radio Frequency (RF) studies, software
agreements, equipment data and specifications.

30 Operation and Maintenance Files Retain five (5) years then destroy.
Letters, memorandums, facility operating and maintenance
data and reports for water reclamation facilities, sewage
pump stations, water treatment facilities, water booster
stations, wells, water storage tanks, ete. and related
equipment.

31 egulatory Reportin Retain for 50 years then destroy.
Federal and State government mandatory reporting
information required about chemistry, production, water
treatment processes, operating processes, water quality
analysis, sanitary sewer overflow reports and data, National
Pollutant Discharge Elimination Systems (NPDES) permits,
Daily and Monthly Operating Reports, compliance reports
and associated correspondence with regulatory agencies.
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RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continnation Sheet)

Item No.

Description

Retention

32

33

34

35

Fixed Asset Inventory
Fixed asset annual inventory results.

Damage Account Data/Public Infor ign uests
Damage account numbers, invoices, site inspections, and
requests for public information.

Generator and High Voltage Switch Gear Records
Maintenance and repair records for generators and high

voltage switch gears.

Miss Utility Records

Records, files and tickets related to line location services.

Litigation Hold: When litigation of a particular matter
commences, or is reasonably anticipated, the Office of
Law will institute a litigation hold to persons involved
in the case. The litigation hold is a memorandum
directing that information relevant to the litigation,
including electronically stored information, must be
preserved and not destroyed. The details of what is
required will be addressed in the litigation held
memorandum. It is imperative that all recipients
adhere to the directions of the litigation hold, even if it
is contrary to the directives of this retention policy.
Questions regarding how to adhere to the instructions
in the litigation hold can be addressed with the Office
of Law and/or Office of Information Technology. The
Office of Law will notify individuals when they are no
longer subject to the litigation hold.

Retain two (2) years after audit
then destroy.

Retain five (5) years then destroy.

Retain five (5) years then destroy.

Retain three (3) years then destroy.




7
instructions -Type or Print a separate form for
‘each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 1 OF B7

1. Department/Agency
Anne Arundel County Depariment of Public
Works

2. Division

3. Unit

Bureau of Utility Operations Water

purposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title
Correspondence T 4m |

5. Earliest Year/Latest Year
2014 to 2019

series.)
Cormrespondence files including memorandums, letters, and reports.

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

7. Record Saries Format(s} List all 8. Record Serias Sequence 9. Volume
4
X Letler Size Micrafilm Alphabetical Number
Legal Size Computer Tape Numerical X Fite Drawen(s}
Microfilm Reel(s}
Audio Tape  Floppy Disk X Chronalogical Computer Tapa(s)
Qiher (specify)
Bound Book  Video Tape Geographical

10, Annual Accumulation

437 Maxwell Frya Rd. Millersville

Other {specify) Other {specify) 1
Number
X Fite Dvawer(s)
Microfilm Reel(s}
Compuler Tape(s)
Qiher (spacity),
11. File is Used 12. Fite Becomes Inactive After
-]
Daily X Weakly Monthly Annualty Number Month(s) X Yean(s)
13. Current Location(s)  (Bldg., Floor, Room} 14. Is Record Saries Duplicaled Elsewhere? (If yas, specify agency or office.)

No

15. Access Restrictions (If Yes, cite Law(s) & Regulation{s)
No

16, Audit Requirements

XMNone Siate Federal Independent

17. Is an Index System used? If yes, explain briefly and describe requirements
No

18. Recommended Retention
Retain 5 years then destroy

19. Name and Title of Preparer
Kimberty Cluney, Program Manager

20. Telephone Number | 21, Date
410-222-3204 2/5/2019

DGS 5504 (Rev. 1/93}
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J| ‘astructions ~Type or Print a separate form for
¥
each new or revised record series. Forward

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

with Records Retention Schedule (DGS 550-1)

Jessup, Maryland 20794

PAGE2 OF 87

410-799-1930

1. Department/Agency 2. Division
Anne Arundel County Department of Public

Works

Bureau of Utility Operations

3. Unit
Wastewater

purposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title
Correspondence T [

5. Earliest Year/Latest Year
2014 to 2019

series.}

Correspondence files including memorandums, letters, and reports.

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

7. Record Series Format(s) List all B. Record Series Sequence 9. Volume
9
X Letler Size Microfilm ¥ Alphabaetical Number
Lega! Size Compuler Tape Numerical x File Drawoerls)
Microfilm Reel(s)
Audio Tape Floppy Disk Chronological Compuler Tape(s}
Othar (specify)
Bound Book  Video Tape Geographical
10, Apnual Accumuiation
Other {specify) Other (spacifyy 1
Number
X File Drawer(s)
Microfilm Reel(s)
Computer Tape(s)
Other (spacify)
11, File is Used 12. File Becomes Inaclive Afiar
5
X Daily Weekly Monthly Annuslly Number Month(s) X Year(s)

13, Current Localion{s)  (Bldg., Floor, Room)
445 Maxweil Frye Rd. Millersville

14. Is Record Serias Duplicated Elsewhere? (If yes, specify agency or office.)
No

15. Access Restrictions {If Yaes, cile Law(s) & Regulation(s}
No

16. Audil Reguirements

XNone Slale Federal Indepandent

17. Is an Indax System usad? If yes,
No

in briefly and describ

requ i

18. Recommended Retention

Retain 5 years then destroy

19. Name and Title of Preparer
Kimberty Cluney, Program Manager

20. Telephone Number
410-222-3204

21. Date
2/512019

DGS 5504 (Rev, 140)




“structions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE S OF 87
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Anne Arundel County Depariment of Public Bureau of Utility Operations Wastewater
Works

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unil for reference as well as retention and disposition

pUrposes.
4. Record Series Title 5. Earliest Year/Latest Year
Comespondence T4m 1 2014 to 2019

6. Record Series Description {Briefy describe the types of information/documentsforms found in the series. Include the purpose or function of the
series.}

Correspondence files including memorandums, letters, and reports.

7. Record Series Format(s} List all 8. Record Series Sequence 9. Voluma
9
X Leter Size Microfilm % Alphabetical Number
Legal Size Compuler Tape Numerical % File Drawer{s)
Microfitm Reel{s)
Audio Tape  Floppy Disk Chronological Computer Tape(s)
Othar (specify)
Bound Book  Video Tape Geographical
10. Annual Accumulation
Other (specify)_____ Other (specify) ______ 1
Nurmber

x File Drawer(s}
Microfilm Reel{s)

Computer Tape(s)
Other {specify)
1. File is Used 12. File Becomes Inactive After
5
X Daily Weekly Monthty Annually Number Month{s) X Year(s)
13. Current Location(s)  {Bidg., Floor, Room) 4. Is Recard Serigs Duplicated Elsewhere? (M yes, specify agency or office.)
8833 Wagner Station Rd. Baitimore No
15. Accass Restrictions (If Yes, cite Law(s) & Regulation(s} 16. Audit Requiraments

No

X None Slate Federal Independent

17. Is an Index System used? if yes, explain briefly and describe requirements 18. Recommended Relention

No

Retain 5 years then destroy
19. Name and Title of Preparer 20. Telephone Number | 21, Date
Kimbery Cluney, Program Manager 410-222-3204 21512019

DGS 5504 {Rev. 1/93)



Y

Instructions —Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 4 QF &7

1. Department/Agency
Anne Arundel County Department of Public
Works

2. Division
Bureau of Utility Operations

3. Unit
Wastewater

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4. Record Series Title
Comespondence  Tw l

5. Eadiest Year/Lalest Year
2014 to 2019

6. Record Series Description {Briefly describe the types of information/documentsi/forms found in the series. Include the purpose or function of the

series.)

Correspondence files including memorandums, letters, and reports.

7. Racord Series Format{s) Listall 8. Record Saries Sequence 9. Volume
9
X Lever Size Microfitm X Alphabetical Numbar
Lega! Size Computer Tape Numerical x File Drawer(s)
Micrafilm Real(s)
Audio Tape  Floppy Disk Chwonological Computer Tape{s)
Other {specify)
Bound Book  Video Tape Geographical
10. Annual Accumulation
Other (specify} Other (specify) 1
Number
% Fite Crawor(s)
Microfilm Reel(s)
Computaer Tapa(s}
Other {(specify)
11, File is Used 12. File Becomas Inactive Afier
5
X Daity Weekly Monthly Annually Number Monih(s) X Yean(s)

13. Current Location(s) (Bldg., Floor, Room)
462 Brockbridge Rd. Leurel

Ne

14. Is Record Series Duplicated Elsewhere? (If yas, specify agency or aoffice.)

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)
No

X None State

16. Audil Requirements

Federal Independent

17. 1z anIndex System used? i yas, explain briefly and describe requirements
No

18. Recommended Retention
Retain 5 years then destroy

19. Name and Title of Preparer
Kimbery Cluney, Program Manager

20. Telephone Number
410-222-3204

21. Date
2512019

DGE 5504 (Rev. 1/93}




.

Instructions -Type or Print a separate form for
each new or revised record series. Forward

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

with Records Retention Schedule {DGS 550-1) 7275 Waterloo Road, P.O. Box 275

PAGE 5 OF 87
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Anne Arundel County Department of Public Bureau of Utility Operations Waslewater

Waorks

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4, Record Series Title
Comespondence I¥m !

5. Earliest Year/Latest Year
2014 to 2019

6. Record Series Description (Briefly describe the types of information/documentsiforms found in the series. Include the purpose or function of the
series.)

Comespondence files including memorandums, letters, and reports.

7. Record Senes Formalt{s) List all 8. Record Series Sequence 9. Velume
8
X Lelter Size Microfilm X Alphabstical Number
Legal Size Computer Tape Numerical X Fite Drawer(s)
Microfilm Reel(s)
Audio Tapa  Floppy Disk Chronological Computer Tape(s)}
Other (specify)
Bound Book  Video Tape Geographical
10. Annual Accumulation
Other (specify) Other [specify) 1
Number
X File Drawar(s)
Microfilm Reel{s}
Computer Tapa(s)
Other (specify)
11, File is Used 12. File Bacomes Inactive After
5
X Daily Weakty Manthly Annually Number Month(s) X Year(s)
13. Current Localion(s}  {Bidg., Floor, Room} 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
1236 Cronson Bivd, Gambrills No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)
Ne

16, Audil Requiremenis

X Nene State  Federal Indapendent

17. Is an Index System used? If yes, explain briefly and describe requirements
No

18. Recommended Retention
Retain 5 years then destroy

19. Name and Title of Preparer 21. Date

2/5/2019

20. Telephone Number

Kimberly Cluney, Program Manager 410-222-3204

DGS 5504 {Rev. 1/93)
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Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS §50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

AGENCY RECORDS INVENTORY

PAGE § QF 87

Jessup, Maryland 20794
410-798-1830

1. Depariment/Agency
Anne Arundel County Department of Public
Works

2. Division 3. Unit

Bureau of Utility Operations Wastewater

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

purposes.
4. Record Series Title 5. Earliest Year/Latest Year
Correspondence L+ ' 2014 to 2019

6. Record Series Description (Briefly describe the types of information/documentsforms found in the series. Include the purpose or function of the
seres.}

Correspondence files including memorandums, letters, and reports.

7. Record Series Formal(s) List all 8. Recard Series Sequence 9. Velume
]
X Letter Size Microfilm X Alphabelical Numbar
Legal Size Computer Tape Numericad % File Drawer(s)
Microfilm Reel(s)
Audio Tape  Floppy Disk Chronalogical Computer Tape{s}
Othar (specify)
Bound Book  Video Tape Geographical
10. Annual Accurmulation
Other (specify) Other (specifyy 1
Number
% Fite Drawer(s}
Micrefitm Resl(s)
Computer Tape(s)
Other (specify)
11. File is Used 12. File Bacomes Inactive After
5
X Daily Waekly Monthly Annually Number Manih{s) X Year(s)
13. Current Location(s)  {BIdg.. Floor, Room} 14. Is Record Series Duplicaied Elsewhere? {If yas, specify agency or office.)
1340 Leg Inn Rd. Annapolis No

15. Access Restrictions (If Yes, cite Lawi{s) & Regulalion(s)
No

18, Audit Requiremenls

X None State  Federal Independenl

17. Is an Index System used? If yas, explain briefly and describe requirements
No

18. Recommended Retention

Retain § years then destroy

19. Name and Titie of Preparer 20. Telephone Number

410-222-3204

21. Date

Kimberly Cluney, Program Manager 21512019

DGS 5504 (Rov. 1/83)



Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

410-799-1930

CEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

AGENCY RECORDS INVENTORY

PAGE 7 OF 87

1. Department/Agency
Anne Arundel County Depariment of Public
Works

2. Division
Bureau of Utility Operations

3. Unit
Wastewater

purposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title
Correspondence Tm ‘

5. Earliest Year/Latest Year
2014 to 2019

series.)

Correspondence files including memorandums, letters, and reports.

6. Record Series Description (Briefly describe the types of information/documents/farms found in the serles. Include the purpose or function of the

7. Racord Series Formal(s) Listall B. Racord Series Saquance 9. Volume
9
X Letter Size Micrefitm % Alphabstical Number
Legal Size Camputer Tape Numarical X File Drawer(s}
Microfilm Reel(s)
Audio Tape  Floppy Disk Chranelogical Campuler Tape(s)
Chher (specify).
Bound Baok  Video Tape Geographical
10. Annual Accumulation
Qther (specify) Other (speeity) 1
Number
X File Drawer(s)
Microfilm Reel(s)
Computer Tapa(s)
Other {spetify)
1t. File is Used 12. File Bacomes Inaclive Aftar
5
X Daily Weekly Manthty Annually Number Monih{s) X Year(s)

13. Currant Location(s) (Bldg., Floor, Roam)
7327 Edgewood Rd. Annapolis

No

14, Is Record Series Duplicated Elsewhere? (If yes, spacify agency or office.)

15. Access Resltriclions (If Yes, cite Law(s) & Ragulation(s)
Na

X None  State

16, Audil Requirements

Faderal Independent

17. Is an Index System used? If yes, explain briefly and describ

No

requirements

18. Recommended Retention

Retain 5 years then destroy

19. Name and Title of Preparer
Kimberly Cluney, Program Manager

20. Telephone Number
410-222-3204

21. Date
2152019

DGS 5504 (Rev. 1723}




Instructions ~Type or Print a separate form for
ach new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.Q. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTQRY

PAGE 8 OF 87

1. Department/Agency
Anne Arundel County Department of Public
Works

2. Division

Bureau of Utility Cperations

3. Unit

Wastewater

purposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title (
Correspondence Ttm

5. Earliest Year/Latest Year
2014 to 2019

£ 1
series.)

Correspondence files including memorandums, letters, and reports.

6. Record Series Description (Briefly describe the types of informaticn/documents/forms found in the series. Include the purpose or function of the

7. Record Series Formal(s) List all 8. Record Series Sequence 9. Volume
9
X Letter Size Micrafilm X Alphabetical Number
Legal Size Computer Tape Numerical X File Drawer{g)
Microfilm Real{s)
Audio Tape Floppy Disk Chronological GComputer Tape(s)
Other (spacify}
Bound Boock  Video Tape Geographical
10, Annyal Accumulation
Other {spacify) Other (specify) ______ 1
Number
X File Drawer(s})
Microfilm Reel(s)
Computer Tapea(s)
Olher (spocify)
11. File is Used 12. File Bacomes Inaclive Afier
5
X Daily Waekly Monthly Annually Numbar Manih{s) X Year(s)

13. Currenl Location(s) {Bldg., Ftoor, Room)
1161 Deep Cova Rd. Churchion

14. Is Record Seriss Duplicated Elsewhers? (If yes, spetify agency or office.)
Ne

15. Accass Restrictions {If Yes, cite Law(s) & Regutation{s)
No

16. Audit Requirements

X MNona Slate Federal Independent

17. Is an Index Systerm used? If yas, explain briefiy and describe requirements
No

18. Recommended Retention

Retain § years then destroy

19. Name and Title of Preparer
Kimberly Cluney, Program Manager

20. Telephone Number | 21. Date
410-222-3204

2/512019

DGS 5504 (Rev. 1/83)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794

410-796-1930

AGENCY RECORDS INVENTORY

PAGE 9 OF 87

1. Department/Agency
Anne Arundel County Department of Public
Works

2. Division
Bureau of Utility Operations

3. Unit

Central Maintenance

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

pUrposes.
4. Record Series Title 5, Earliest Year/Latest Year
Correspondence  Lim ‘ 2014 to 2019

series.)

Correspondence files including memorandums, letters, and reports.

6. Record Series Descripticn (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

7. Racard Saries Format(s) List all 8. Record Series Sequence 9. Volume
4
X Letter Size Microfilm X Alphabelical Number
Legal Size Computer Tape Numerical X File Drawser(s)
Microfilm Reel(s)
Audio Tape  Flappy Disk Chranmological Camputer Tape{s)
Other (spacify}
Bound Bock  Video Tape Geographical
10. Annual Accumulation
Other {specify) Other (specify) 1
Numbar
X File Drawer(s)
Microfilm Reel(s)
Compular Tapa(s)
Ciher (specify)
11. File is Used 12. Fite Becomes Inaclive After
5
Daily X Weekly Monthly Annually Numbar Monih{s) X Yearns)

13. Cumrent Lecalian(s)
445 Maxwell Frye Road

{Bldg., Floor, Room}

No

14. Is Record Series Duplicaled Elsewhare? {If yes, specify agency or office.)

15. Accass Restrictions {If Yes, cite Law(s) & Reguation(s)
Ng

XNone State

1B6. Audit Requirements

Faderal Independent

17, s an Indax System used? If yes. explain briefty and describe requiraments
No

18. Recommended Retention
Retain § years then destroy

19. Name and Title of Preparer
Kimberly Cluney, Program Manager

20. Telephone Number
410-222-3204

21. Date
2/512019

OGS 5504 {Rev. 1/83)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794

410-799-1930

AGENCY RECORDS INVENTORY

PAGE 10 OF 87

1. Department/Agency
Anne Arundel County Department of Public
Works

2. Division

Bureau of Utility Operations

3. Unit
Central Maintenance

urposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title
Correspondence  Tm [

5. Earliest Year/Latest Year
2014 to 2019

series.)

Correspondence files including memorandums, letters, and reports.

6. Record Series Description (Briefly describe the types of information/documentsiforms found in the series. Include the purpose or function of the

7. Record Serias Formal(s} Lisi all 8. Record Series Sequence 9. Volume
4
X Letter Size Microfilm X Alphabelical Number
Lepal Size Computer Tape Numerical X Fila Drawer(s)
Microfim Reel{s)
Audio Tape  Flappy Disk Chronalagical Computer Tape(s)
Other (specify)
‘Bound Book  Video Tape Geograghical
10, Annual Accumulation
Other (specify) Other (specify) 1
Number
X File Drawer{s}
Microfilm Reel{s}
Computer Tape(s)
Oflher (specify)
11. File is Used 12. Fila Bagomes Inactive ARer
5
X Daily Weekly Monthly Annually Number Month(s) X Yaar(s)

13. Current Location(s)
435 Maxwell Frye Road

{Bldg.. Floor, Room)

No

14. {s Record Series Duplicated Elsewhere? (If yas, specify agency or office.)

15. Access Restrictions {f Yes, cite Law{s} & Regulation(s)
No

X MNone Slale Federal

16. Audit Requirements

Indepandent

17. 15 an Index System used? if yes, explain briefly and describe requirements
No

18. Recommended Retenticn

Retain 5 years then destroy

19. Name and Title of Preparer
Kimberly Cluney, Program Manager

20. Telephone Number
410-222-3204

21. Date
2/5/2019

DGS 550-4 {(Rev. 1/92)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1430

AGENCY RECORDS INVENTORY

PAGE 11 OF g7

1. Department/Agency
Anne Arundel County Department of Public
Warks

2. Division
Bureau of Utility Operations

3. Unit
Tech Support

DEFINITICN: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

pUIpOSES.

4. Record Series Title
Correspondence 1™ l

5. Earliest Year/Latest Year
2014 t0 2019

series.)
Correspondence files including memorandums, letters, and reports.

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

7. Record Serias Formai(s) List a
X Letter Size Microfilm
Legal Size Computer Tape
Audio Tape Ftoppy Disk
Bound Book  Video Tape

Other (specify) §

B. Record Series Sequence

Alphabatical

Numerical

Chronologicat

X Geographical

8. Volume
16
Numbers

% File Drawer(s)
Microfifrm Reel(s)
Computar Tapa(s)
Other {specify)

10. Annual Accumulation

Other (spacify) 1

Number

% File Drawer(s)
Microfilm Real{s)
Computer Tape(s)
Other (specify)

11. File is Used

Daily X Weekly Monthly Annually

12. Fila Becomes Inaclive After
5
Number Month(s) X Year(s)

13, Current Location(s}  {Bidg., Flcor, Room)
437 Maxwell Frye Rd. Milarsville

14, Is Record Series Duplicated Elsewhere? {If yas, specify agency or office.)
No

15, Access Restrictions (If Yes, cile Law(s} & Regulation(s}
No

16. Audil Requiremenis

XWNone State Federal Independent

17. Is an Index Sysiem used? If yes, explain briefly and describe requirements
No

18. Recommended Retention
Retain 5 years then destroy

19, Name and Title of Preparer
Kimberly Cluney, Program Manager

20. Telephone Number
410-222-3204

21. Date
21512019

DGS 5504 (Rev, 193)




instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-799-1930

AGENCY RECORDS INVENTORY

PAGE 12 OF 87

1. Department/Agency
Anne Arundel County Department of Public
Works

2. Division
Bureau of Utility Operations

3. Unit
Admin

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

purposes.
4. Record Series Title 5. Earliest Year/Latest Year
Correspondence ~ 1¥™ I 2014 to 2019

series.)

Correspondence files including memorandums, letters, and reports.

6. Record Series Description (Brieﬂy describe the types of information/documents/fonms found in the series. Include the purpose or function of the

7. Record Series Format(s) List all 8. Record Series Sequonce 9. Valume
2
X Letter Size Microfilm X Alphabalical Number
Legal Size Computer Tape Numerical X File Drawer(s)
Microfilm Reel(s)
Audio Tape Floppy Disk Chrenelogical Computer Tape(s)
Other {specify)
Bound Book  Video Tape Geographical
10. Annual Accumulation
Other (specify) Other (specify) ___ 0.25 -
Number
X File Drawer(s}
Micrafiim Reel(s)
Computer Tape(s)
Qther (specify)
11. File is Used 12. File Becames [nacliva After
1
Daily Weekly X Monthly Annually Number Month(s) X Year(s)

13. Cumrent Location(s}  {Bldg., Floor, Room)
437 Maxwell Frye Rd. Millersville

No

14, Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

15. Aceass Restrictions (If Yes, cite Law{s]) & Regulalion(s)
Ne

X None  State

16. Audil Requiremants

Faderal Independent

17. s an Index Systam used? If yes, explain briefly and describe requirements
No

18. Recommended Retention

Retain 5 years then destroy

19. Name and Title of Preparer
Kimberly Cluney, Program Manager

20. Telephone Number
410-222-3204

21. Date
21512019

DGS 5504 (Rav. 1/93)




<

Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

AGENCY RECORDS INVENTCORY

PAGE 13 OF 87

Jessup, Maryland 20794
410-796-1830

1. Department/Agency 3. Unit

Business and Financial Services

2. Division
Anne Arundel County Department of Public
Waorks

Bureau of Utility Operations

DEFINITION: RECORD SERIES: A group of refated records normally filed and used as a unit for reference as well as retention and disposition
puUrposes.

4. Record Series Title
Correspondence T |

5. Earliest Year/Latest Year
2014 to 2019

6. Record Series Description (Briefly describe the types of information/documentsfforms found in the series. Include the purpose or function of the
series.) '
Correspondence files including memorandums, letters, and reports.

7. Record Saries Format(s) Lisi all B. Record Series Sequance 9. Voluma
5
X Letter Size Microfilm Alphabetica) Number
Legal Size Camputer Tape Numerical X File Drawes(s}
Microfilm Reel(s)
Audio Tape  Floppy Disk x Chronological Campuler Tape(s)
" Other (specify)
Bound Book  Video Tape Geographical
10. Annual Accumulation
Other {specify) Other (specify) 1
Number
X Filp Drawer(s)
Microfilm Reel(s)
Computer Tape(s)
Other {spacify),
11, File is Used 12. File Becomas Inactive Aftar
S
Daiij Waekly X Menthly Annuaty Number Monih{s} X Yaans)
13. Current Location(s) (Bfdg., Floor, Roam) 14. Is Record Series Duplicated Elsewhere? (if yas, specify agency or office.)
2662 Riva Rd. Annapolis No

15. Accass Reslriclions (If Yes, cite Law(s) & Regulalion(s)
No

16. Audil Requiremenis

X None State Federal [Independent

17. Is an index System used? i yes, explain briefly and describe requirements
No

18. Recommended Retention

Retain 5 years then destroy

18. Name and Title of Preparer 21. Date

2/5/2019

20. Telephone Number

Kimberly Cluney, Program Manager 410-222-3204

DGS 550-4 (Rev. 1/93)



Instructions —Type or Print a separate form for
each new or revised record series. Forward

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-793-1920

PAGE 14 OF B7

1. Department/Agency
Anne Arundel County Department of Public
Works

2. Division 3. Unit

Bureau of Utility Operations Water

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposilion
PuUrposes.

4, Record Series Title
Payroll/Time and Attendance ~ ET™ L

5. Earliest Year/Latest Year
2016 to 2019

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series.}

Daily timesheets and leave records as required by Fair Labor Standards Act (FLSA)

7. Recard Serias Formal(s) List all 8. Record Series Sequence 9. Valume
4
X Letter Size Microfilm X Alphabetical Nurnber
Legal Size Computer Tape Numerical X File Drawer(s)
Microfilm Reel(s)
Audio Tapa  Floppy Disk Chronalogical Computer Tape(s)
Other (specify})
Bound Book  Video Tape Gaographical
10. Annual Accumulation
Other {specify) Other (specifyy ______ 1
Number
X Fite Drawar(s)
Microfilm Reel(s)
Computer Tape(s)
Other {specify)
11. File is Used 12, Fite Becomes inactive After
3
Dally X Weekly Monthly = Annually Number Month{s}  X'Yean(s)
13. Currenl Locatian(s) {Bldg., Floor, Room) 14. Is Record Serias Duplicated Elsewhere? {If yas, specify agency or office.)
437 Maxwell Frya Rd. Annapolis No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s}
Yas HIPAA

16. Audit Requiraments

Mone State X Federal Independant

17. Is an Index Systern used? If yes, explain briefly and describe requirements
No

18. Recommended Retention

Retain 3 years then destroy

19. Name and Title of Preparer 20. Telephone Number

410-222-3204

21. Date

Kimberly Cluney, Program Manager 21512019

DG$ 550-4 (Rev. 1/93)



Instructions ~Type or Print a separate form for | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE 15 OF 87
Jessup, Maryland 20794
410-799-1930
1. Depariment/Agency 2. Division 3. Unit
Anne Arundel County Department of Public - Bureau of Utility Operations Wastewater
Works

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

PUrposes.
4. Record Series Title 5. Eanliest Year/Latest Year

PayrolliTime and Attendance Tom 2- 2016 to 2019

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series.)
Daily timesheets and leave records as required by Fair Labor Standards Act (FLSA)

7. Record Series Format{s) List all 8. Record Series Sequence 9. Volume
1
X Letter Size Micrefilm X Alphabetical Number
Legal Size Camputer Tape Numerical X File Drawer{s}
Microfitm Reel(s)
Audio Tape  Floppy Disk Chronological Compuler Tapa(s)
Other (specify)
Bound Book  Video Tape Geographical
10. Annual Accumulatian
Qther {specify)______ Other {specify) 0.25
Number

X File Drawer{s)
Microfilm Reel(s)

Computer Tape(s)
Other (specify)
11. File is Used 12. File Becomes Inactive After
3
Daily X Weekly Manthly Annually Number Menih{s) X Year{s)
13. Current Lacalion(s) (Bldg., Flaor, Roam) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or offica.}
445 Maxwell Frye Rd. Millersville No
15. Access Reslirictions {If Yes, cite Law(s) & Regulatian(s} 16. Audil Reguirements

Yes HIPAA
None Siele X Federal Independent

17. s an Index System used? If yes, explain briefly and describe requiremenis 18. Recommended Retention

Na
Retain 3 years then destroy
19. Name and Title of Preparer 20. Telephone Number | 21. Date
Kimberly Cluney, Program Manager 410-222-3204 21512019

DGS 5504 (Rav. 1/93)



Instructions -Type or Print a separate form for
each new or revised record series. Forward

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

PAGE 16 OF 87

1. Department/Agency 2. Division

Bureau of Utility Operations

3. Unit
Anne Arundel County Department of Public Wastewater

Woarks

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition
DUrPOSES.

4. Record Series Title
PayrolifTime and Attendance Tte L

5. Earliest Year/Latest Year
2016 to 2019

6. Record Series Description (Briefly describe the types of information/documentsfforms found in the series. Include the purpose or function of the
series.)
Daily timesheets and leave records as required by Fair Labor Standards Act (FLSA)

7. Record Series Farmat{s) List all 8. Record Series Sequence 9. Volurne
1
X Laller Size Micrefitm X Alphabetical Number
Legal Size Campuler Tape Numerical ¥ File Orawer{s)
Microfilm Resl(s)
Audio Tape  Floppy Disk Chronolegical Computer Tapa(s)
Other (specify),
Bound Book  Video Tepe Geographical
10. Annual Accumulation
Other (spacify} Other (specify) ____ 0.25
Number
X Fite Drawar(s)
Microfilm Reels)
Compuler Tape(s)
Other (specify)
11, File is Used 12. File Becomes Inaclive Afler
3
Daily X Weakly Moanthty Annually Number Manih{s) X Year(s)
13. Current Localion{s) (Bldg., Floor, Roam) 14. Is Record Seriss Cuplicated Elsewhere? (If yes, specify agency or office,)
8833 Wagner Sialien Rd. Baltimere No

15, Access Reslriclions (if Yes, cite Law(s) & Regulation(s)
Yeo3s HIPAA

16. Audit Requiremants

None State X Federal Independeni

17. Is an Index Systemn used? If yes, explain brisfly and describe raquirements
Nao

18. Recommended Retention

Retain 3 years then destroy

19. Name and Title of Preparer 20. Telephone Number

410-222-3204

21. Date

Kimberly Cluney, Program Manager 21512019

DGS 5504 (Rev. 1/93)



instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECCRDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.0O. Box 275 PAGE 17 OF 87
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Anne Arundel County Department of Public Bureau of Utility Operations Wastewater
Works

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

purposes.
4. Record Series Title 5. Earliest Year/Latest Year
PayrolliTime and Attendance T4 - 2016 to 2019

6. Record Series Description (Briefly describe the types of information/gdocuments/forms found in the series. Include the purpose or function of the
series.)

Daily timesheets and leave records as required by Fair Labor Standards Act (FLSA)

7. Record Series Format(s) Lisl all &. Record Series Sequance 9. Volume
1
X Letler Size Micrafilm X Alphabatical Number
Legal Size Compuier Tape Numerical % File Drawer(s)
Micrefitm Resl(s)
Audio Tape Floppy Disk Chronological Computer Tape(s)
Cihar (specify)
Bound Book  Videa Tape Geographical
1Q. Annual Accumulatian
Other (specify)______ Other (specify) ___ D.25
Number

X File Drawer(s)
Microfilm Reel({s)

Camputer Tape(s)
Other (specify),
11. File is Used 12. File Bacomes Inactiva Afler
3
Daily X Weakly Monthty Annualy Number Month(s} X Year(s)
13. Current Location(s) (Bldg.. Flaor, Room) 14. Is Record Series Duplicated Elsewhera? (If yas, specify agency or office.)
462 Brockbridge Rd. Laurel Ne
15. Access Resirictions {If Yes, cile Law(s) & Regulation(s) 16. Audil Requiremenis

Yas HIPAA
None Stale X Federal Indepandant

17. s an Index System used? Y yes, explain briefly and describe requirements 18. Recommended Retention

No
Retain 3 years then destroy
19. Name and Title of Preparer 20. Telephone Number | 21. Date
Kirnbery Cluney, Program Manager 410-222-3204 21512019

DGS $504 (Rev, 1/93)



Instructions —Type or Print a separate form for | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1} 7275 Waterloo Road, P.O. Box 275 PAGE 18 OF 47
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Anne Arundel County Department of Public Bureau of Utility Operations Wastewater
Works

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

PUIPOSES.
4. Record Series Title 5. Earliest Year/Latest Year
PayrollTime and Attendance &+ L 2016 to 2019

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series.)

Daily timesheets and leave records as required by Fair Labor Standards Act (FLSA)

7. Racard Series Format(s) List all 8, Recard Series Sequence 9. Volume
1
X Letter Size Micrafilm * Adphabetical Numbar
Legal Size Camputer Tape Numerical X File Orawer(s)
Microfilm Reaks)
Audio Tape  Floppy Disk Chronological Cemputer Tape(s}
Other (specify)
Bound Book  Video Tape Geographica)
10. Annual Accumulation
Other (specify)_____ Other {specify) _____ 0.25
Number
X File Drawer(s)
Microfilm Resl(s)
Computer Tape(s)
Other {(specify)
11. File is Used 12. File Becomes Inaclive Afier
3
Daily X Weekly Manthly Annually Number Monih{s) X Year{s)
13. Cument Location(s)  (Bldg., Ficor, Room) 14, is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
1236 Cronson Blvd. Gambrills Ne
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audil Requirements
Yes HIPAA

Nene State X Fedoral Indapendent

17. 15 an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

No
Retain 3 years then destroy
19. Name and Title of Preparer 20, Telephone Number | 21. Date
Kimberly Cluney, Program Manager 410-222-3204 2/52019

OGS 5604 (Rev. 143)



Instructions -Type or Print a2 separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1}

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Reoad, P.O. Box 275

AGENCY RECORDS INVENTORY

PAGE 19 OF 87

Works

Jessup, Maryland 20794
410-798-1930
1. Department/Agency 2. Division 3. Unit
Anne Arundel County Department of Public Bureau of Utility Operations Wastewater

purposes.

DEFINITION: RECORD SERIES: A group of related records nermally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title

PayrollfTime and Attendance & T K

5. Earliest Year/Latest Year
2016 to 2019

series.)

Daily timesheets and leave records as required by Fair Labor Standards Act (FLSA)

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

7. Recard Series Formal{s) List all 8. Record Series Ssquence 9. Volume
1
X Letter Size Microfitm x Alphabetical Number
Legal Size Computer Tape Numearical % Fite Drawer{s)
Microfilm Resl{s)
Audio Tape  Fleppy Disk Chronclagical Computer Tape(s)
Other (specify)
Bound Book  Video Taps Geographical
10. Annual Accumulation
Olher (spacify), Other (specify) 0.25
Number
x File Crawer(s)
Microfilm Reel(s)
Computer Tape{s)
Other {specify)
11, Fila is Used 12. File Bacomes Inactive After
3
DCraily X Weakly Manthly Annually Number Manth{s} X Year(s)

13. Current Lacation(s) ({Btdg., Floor, Raom)

1340 Log Inn Rd. Annapolis

No

14. is Record Series Duplicated Elsewhere? (If yas, specify agency or office.}

15, Access Restriclions {If Yes, cite Law(s) & Regulation{s)
Yes HIPAA

None State X Federal

16. Audit Requiraments

Indapendent

17. Is an Index System used? If yes, explain briefly and describa requirements
No

18. Recommended Retention
Retain 3 years then destroy

19. Name and Title of Preparer
Kimberly Cluney, Program Manager

20. Telephone Number
410-222-3204

21. Date
2/5/2019

DGS 5504 {Rav. 1/83}




Instructions -Type or Print a separate form for
each new or revised record series, Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-799-1930

AGENCY RECORDS INVENTORY

PAGE 20 OF 87

1. Department/Agency
Anne Arundel County Department of Public
Works

2. Division
Bureau of Utility Operations

3. Unit
Wastewater

purposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as refention and disposition

4. Record Series Title
PayrollfTime and Aftendance THm L

5. Earliest Year/Latest Year
201610 2019

series.)

Daily timesheets and leave records as required by Fair Labor Standards Act (FLSA)

6. Record Series Description (Briefly describe the types of information/documentsfforms found in the series. Include the purpose or function of the

7. Record Series Format{s) List all B. Record Series Sequence 9. Volume
1
X Lefter Size Microfitm X Alphabatical Number
Legal Size Compuler Tape Numeéricel X File Drawer(s)
Microfilm Reel(s)
Audio Tapae  Floppy Disk Chronelogical Compuler Tape(s)
Other (specify)
Bound Book  Vidao Tape Geographical
10, Annual Accumulatian
Other (specify) Other (spacify) 0.25
Number
X File Drawer(s}
Microfilm Reei(s)
Camputer Tape(s}
Other (specify)
11. Fite is Used 12. File Becomes Inaclive Alter
3
Daily X Weekly Monthly Annually Numbar Month(s) X Yean(s)

13. Current Location{s)  {Bldg., Floor, Room)
7327 Edgewood Rd. Annapalis

No

14, Is Record Series Duplicaled Elsewhere? (If yes, specify agency or office.)

15. Access Restrictions (If Yes, cite Law{s} & Regulation(s)
Yes HIPAA

None Siate X Federal

16. Audit Requirements

Independent

17. Is an Index System used? If yes, explain briefly and describe requiremenis
No

18. Recommended Retention

Retain 3 years then destroy

19. Name and Title of Preparer
Kimberly Cluney, Program Manager

20. Telephone Number
410-222-3204

21. Date
21512019

DGS 5504 {Rev. 1/83)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
41D-799-1930

AGENCY RECORDS INVENTORY

PAGE 21 OF 87

1. Department/Agency
Anne Arundel County Department of Public
Works

2. Division
Bureau of Utility Operations

3. Unit
Wastewater

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

purposes.

4. Record Series Title
PayrollTime and Attendance L™ z

5. Earliest Year/Latest Year
2016 to 2019

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

series.)

Daily timesheets and leave records as required by Fair Labor Standards Act (FLSA)

7. Record Series Format(s)  List all 8. Record Series Saquence 9. Volume
1
X Letler Size Microfilm X Alphabalical Number
Legal Size Compuler Tape Numerical X Fite Drawer(s)
Microfilm Reel(s)
Audic Tape Floppy Disk Chronological Computer Taps(s)
Other (specify)
Bound Book  Video Tape Geographical
10. Annual Accumulation
Other (specify) Other {specify) _ 0.25
Number
% File Drawer(s}
Microfilm Reel(s)
Computer Tape{s)
Cther (specify)
11. File is Used 12. File Becomes Inactiva ARer
3
Daily X Weakty Manthty Annually Number Meonth(s) X Year(s)
13. Current Localion(s}  (Bldg., Floor, Room) 14. Is Record Sertes Duplicated Elsewhere? (If yes, specify agency or office,}
1161 Deep Cove Rd. Churchtan No

15. Access Reslrictions (If Yes. cile Law(s) & Regulation{s}
Yes HIPAA

16. Audil Requiremanls

Nane State X Federal Indepandent

17. Is an Index Systam used? If yes, explain briefly and describe requirements
No

18. Recommended Retention

Retain 3 years then destroy

19. Name and Title of Preparer
Kimberly Cluney, Program Manager

20. Telephone Number
410-222-3204

21. Date
2152019

OGS 550-4 {Rev, 1/83)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275
PAGE 22 OF 87
Jessup, Maryland 20794
410-796-1930
1. Department/Agency 2. Division 3. Unit
Anne Aryundel County Department of Public Bureau of Utility Operations Infrastructure
Works

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4. Record Series Title 5. Earliest Year/Latest Year
PayrolliTime and Attendance L 4m L 2016 to 2019

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series.)
Daily timesheets and leave records as required by Fair Labor Standards Act (FLSA}

7. Record Series Format(s) List al 8. Record Series Sequence 5. Velume
4
X Letter Size Microfilm Alphabelical Numbar
Legal Size Computer Tape Numarical x Fite Drawer(s)
Microfilm Rast(s)
Audio Tape  Floppy Disk ¥ Chronological Computer Tape(s)
Other (specify)
Bound Bock  Videa Tape Geographical
10, Annual Accumutation
Ctiher{specify)____ Other (specify) 1
: Number

X File Drawer(s)
Microfitm Resl(s)

Computer Tape(s)
Other (spacify)
11. File is Used 12. File Becomes Inaclive After
3
Daily X Weekly Monthly Annualiy Number Month(s) X Year(s)
13. Current Location(s})  {Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (I yes. specify agency or offica.)
437 Maxwell Frya Rd, Millersville No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audil Requirements

Yas HIPAA
None State X Federal Independsni

17. 1s an index Sysiem used? If yes, explain briefly and describe requirements 18. Recommended Retention

N
’ Retain 3 years then destroy
19. Name and Title of Preparer 20. Telephone Number | 21. Date
Kimberly Cluney, Program Manager 410-222-3204 2/6/2019

DGS 5504 (Rev, 1/33)



Instructions ~Type or Print a separate form for
each new or revised record series.  Forward

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1530

PAGE 23 OF 87

1. Department/Agency 2. Division 3. Unit

Anne Arundel County Department of Public Central Maintenance

Works

Bureau of Utility Operations

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4. Record Series Title
Payrol/Time and Attendance L T% 1

5. Earliest Year/Latest Year
2016 to 2019

6. Record Series Description {Briefly describe the types of information/documentsiforms found in the series. Include the purpose or function of the
series.) ]
Daily timesheets and leave records as required by Fair Labor Standards Act (FLSA)

7. Racard Series Formal(s) List alt B. Record Series Sequence 9. Volume
3
X Latter Size Microfilm Alphabatical Number
Legal Size Camputer Tape Nurmenrical X File Drawer(s}
Microfitm Reel(s}
Audio Tape  Floppy Disk % Chrenological Campuler Tape(s)
Other (specify)
Baund Book  Video Tapa Geographical
10. Annual Accumulation
Ciher {specify) Other (spocify) 1
Number
X File Drawer(s)
Microfilm Reel(s)
Computer Tapa(s)
Qther {specify)
11. File is Used 12. File Becomaes Inaclive After
3
X Daily Waeekly Monthly Annually Number Manth(s} X Year(s)
13. Current Location{s) {Blidg., Floar, Room) 14, Is Record Series Duplicaled Elsewhere? (If yes, specify agancy or office.)
445 Maxwell Frye Rd. Millarsville No

15. Access Rastrictions (If Yes, cile Law{s) & Regulation(s)
Yos HIPA&

16. Audil Reguirements

Nona Siate X Federal Independent

17. Is an Index Sysiem used? If yes, axplain briefly and describe requirements
No

18. Recommended Retention

Retain 3 years then destroy

19. Name and Title of Preparer 20. Tetephone Number

410-222-3204

21. Date

Kimberly Cluney, Program Manager 2/5/2019

DGS 5504 {Rav. 1/93)



instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE 24 OF 87
Jessup, Maryland 20794
410-799-1830
1. Department/Agency 2. Division 3. Unit
Anne Arundel County Department of Public Bureau of Utility Operations Central Maintenance
Works

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4. Record Series Title 5. Earliest Year/Latest Year
Payroll/Time and Attendance Tam & 2016 to 2019

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series.)

Daily timesheets and leave records as required by Fair Labor Standards Act (FLSA)

7. Record Series Farmal(s) List afl 8. Recard Series Sequenca 4. Volume
3
X Letler Size Microfilm X Alphabetical Number
Legal Size Computer Tape Numerical X File Drawer(s)
Microfilm Reel(s)
Audio Tape  Floppy Disk Chronalogical Computer Tapa(s)
Other (specify),
Bound Book  Video Tape Geographical
10. Annual Accumulation
Other {specify) Other (specify) 1
Number
X File Drawer(s)
Microfiim Reel(s)
Computer Tape(s}
Other (spacify)
11. File is Used 12. Fite Becomes |nactive ARter
3
X Daily Weekly Monthly Annually Number Month(s) X Year(s)
13. Current Location(s} {Bldg.. Floor, Room} 14. Is Recond Series Duplicated Elsewhera? (If yos, spocify agancy or office.}
435 Maxwe!l Frya Rd. Millersville No
15, Accass Resirictions (If Yes, cile Law(s} & Regulation(s} 16. Audil Requirements
Yes HIPPA

None Slate X Federal Independent

17. Is an Index System used? If yes, expiain briefly and describe requirements. 18. Recommended Retention

N

° Retain 3 years then destroy
19. Name and Title of Preparer 20. Telephone Number | 21. Date
Kimberly Cluney, Program Manager 410-222-3204 215/2019

DGS 550-4 (Rav. 193}



Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 25 OF 87

1. Department/Agency
Anne Arundel County Department of Public
Works

2. Division
Bureau of Utility Operations

3. Unit
Tech Support

DEFINITION: RECORD SERIES: A group of related records narmally filed and used as a unit for reference as well as retention and disposition

purposes.

4. Record Series Title
PayrollTime and Attendance Lt =

5. Earliest Year/Latest Year
2016 to 2019

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

series.)

Daily timesheets and leave records as required by Fair Labor Standards Act (FLSA)

7. Record Series Format{s)  List all 8. Record Series Sequence 9. Volume
3
X Letter Size Microfilm Alphabetical Number
Legal Size Computer Tape Numerical ¥ File Orawear(s}
Microfilm Reel{s}
Audio Tape  Floppy Disk % Chronclogical Computer Tapa(s)
Other (specify),
Bound Book  Video Tape Geographical
10. Annua! Accumulation
Other (specify) Other (specify) 0.5
Number
¥ Fitg Drawer(s)
Microfilm Resl(s)
Camputer Tapa(s)
Other {specify)
11, Filg is Usead 12. File Bacomes Inactive After
3
Draily X Waeekly Manihly Annually Number Manih{s) X Year(s)
+3. Currenl Localion(s) (Bldg., Floor, Room} 14. Is Record Series Duplicated Elsewhere? (If yes, spacify agency or office.}
445 Maxwel] Frye Rd. Millersvile No

15. Accass Restrictions (If Yes, cile Law(s) & Regulation(s)
Yos HIPAA

16. Audit Requirements

Nene State X Federal Independent

17. I3 an Index System used? If yes, explain briefly and describa requiremanis
No

18. Recommended Retention

Retain 3 years then destroy

18. Name and Titte of Preparer
Kimberly Cluney, Program Manager

20. Telephone Number
410-222-3204

21. Date
2512019

OGS 5504 (Rav. 1/33)




Instructions —Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275
PAGE 26 OF B7
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Anne Arundel County Department of Public Bureau of Utility Operations Admin
Works

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

PUrpoSES.
4, Record Series Title 9, Earliest Year/Latest Year
PayroliTime and Attendance [ 1m L 2017 to 2019

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
senes.)
Daily timesheets and leave records as required by Fair Labor Standards Act (FLSA)

7. Record Series Formai(s) List all B. Record Series Sequence 9. Volume

0s

X Lelter Size Microfilm Adphabetical Number

Legal Size Computer Tape Numerical X File Drawer(s)}
Microfilm Reel(s)

Audic Tape  Floppy Disk x Chranological Computer Tape(s)
Other {specify)

Bound Book  Video Tape Geographical
10. Annual Accumulation

Other (specify), Other {specify) ______ ©.10000000000000001
Number

X File Drawer{s)
Microfitm Real(s)

Compuler Tape(s)
Olher {specify)
11, Filg is Used 12. File Becomas Inactive Aftar
3
Caily X Weekly Monthly Annually Number Monthi{s) X Year(s)
13, Current Location{s) (Bldg., Floor, Room) 14, Is Record Series Duplicated Elsewhere? (If yes. specify agancy or office.)
437 Maxwall Frye Rd. Millarsville No
15. Accass Resinclions {If Yes, cile Law(s) & Regulation(s} 16. Audit Requiremenis
Yos HIPAA
Mane Stale X Faderal Independent
17. 18 an Index System used? If yes, explain briefly and describe reguiremenis 18. Recommended Retention
No
Retain 3 years then destroy
19, Name and Title of Preparer 20. Telephone Number | 21. Date
Kimberly Cluney, Program Manager 410-222-3204 21512019

DGS 5504 {Rev. 1/93)



Instructions ~Type or Print a separate form for
each new or revised record series. Forward

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

with Records Retention Schedule (DGS 550-1} 7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1830

PAGE 27 OF B7

1. Department/Agency
Anne Arundel County Department of Public
Works

2. Division 3. Unit

Bureau of Utility Qperations Business and Financial Services

DEFINITION: RECORD SERIES: A group of related records normaIITﬁ'IEd and used as a unit for reference as well as retention and disposition
purposes.

4. Record Series Title
PayroH/Time and Attendance Tm L

5. Earliest Year/Latest Year
2016 to 2018

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series.)
Daily timesheets and leave records as required by Fair Labor Standards Act {FLSA)

T. Racord Series Formai(s) Lisi af B. Racord Series Saquence 9. Volume
1
X Letter Size Microfilm Alphabetical Number
Legal Size Compuler Tape Numerical X File Drawer(s)
Microfilm Reel(s)
Audio Tape Flappy Disk X Chronvlogical Computar Tapa(s)
Other (specify)
Bound Book  Video Tape Geographical
19, Annual Accumulation
Other (specify) Other (spacify) 0.5
Number
¥ File Drawer(s}
Microfilm Reel(s}
Computer Tapa(s)
Other (specify)
11. Fila is Used 12. File Bacomes Inactive After
3
Daity X Weekly Manthly Annuatly Number Month(s) X Year(s)
13. Current Location(s) {Bldg., Floor, Rogm} 14. Is Record Serigs Duplicatad Elsewhere? (If yas, specify agency or office.)
2662 Riva Rd. Annapalis No

15, Access Rastrictions {If Yes, cite Law(s} & Regulation(s)
Yas HIPAA,

16. Audit Requirements

None Stale XFederal Independant

17, Is an Indax Sysiem usad? If yes, explain briefly and describe requiremenis
No

18. Recommended Retention
Retain 3 years then destroy

19. Name and Title of Preparer 20. Telephone Number

410-222-3204

21. Date

Kimberly Cluney, Program Manager 21512019

CGS 5504 (Rav. 1/83}



Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.C. Box 275 PAGE 28 OF 87

' Jessup, Maryland 20794

410-793-1930

1. Department/Agency 2. Division 3. Unit
Anne Arundel County Department of Public Bureau of Utility Operations Water
Works

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

purposes.
4. Record Series Title 5. Earliest Year/Latest Year
General Files- BUO Qperations Tt 3 2014 to 2019

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series.)

Miscellanecus administrative information relative to various ongoing activities of the Bureau.

7. Record Series Format(s) List all 8. Record Series Sequence 8. Volume
4
X Lelter Siza Microfilm Alphabestical Number
Legal Size Compuler Tape x Numerical x Fite Drawer(s)
R Microfilm Reei(s)
Audic Tape  Floppy Disk Chronological Camputer Tape{s}
) Othar (specify)
Bound Book  Video Tape Gengraphical
10. Annual Accumulation
Other {spacify) Other (spocify) 1 '
Number

X File Drawer(s)

Microfilm Reel(s)

Compuler Tape(s)

Cthar {specify)
11. File is Used . 12, File Bacomas Inaclive Afler

s
Daily Weakly X- Monthly Annually Number Month{g}) X Yeans)

13. Cumrent Location(s} (Bldg., Flgor, Room) 14. Is Record Series Duplicated Elsewhere? (if yes, specify agency or office.)
437 Maxwell Frya Rd, Millersville
18, Access Resirctions {If Yes, cite Law(s) & Regulation{s) 16. Audit Requirements

No

X None Siale Federal Independeni

17. 15 an Index Sysiem used? If yes. explain briefly and describe requirements 18. Recommended Retention

No
Retain 5 years then destroy
19. Name and Title of Preparer 20. Telephone Number | 21. Date
Kimberly Cluney, Program Manager 410-222-3204 2/5/2019

DGS 5504 (Rev, 1/93)



Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule {DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 29 OF a7

1. Department/Agency
Anne Arundel County Depaniment of Public
Works

2. Division
Bureau of Utility Operations

3. Unit
Wastewater

purposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title

General Files- BUO Operations Ihm 3

5. Earliest Year/Latest Year
2014 to 2019

series.)

Miscellaneous administrative information relative to various ongoing activities of the Bureau.

6. Record Series Description (Briefly describe the types of information/documentsfforms found in the series. Include the purpose or function of the

7. Record Series Format{s} Listall 8. Record Serias Sequence 9. Volume
9
X Letter Size Microfilrm X Alphabetical Number
Lagal Size Computer Tape Mumerical x Fite Drawer(s)
Microfilm Reel(s)
Audic Tape  Floppy Disk Chronelogical Computer Tape(s)
Olher (specify)
Bound Book  Video Tape Geagraphical
10. Annual Accumulation
Qther (specify). Crher {specify) 1
Nurnber
X File Drawer(s}
Micrefi'm Reel(s}
Cnmi)uler Tape(s)
Cther {specity)
11. File is Used 12. File Becomes Inactive After
5
X Daily Woeekly Monthly Annualty Number Month(s) X Year(s}

13. Current Localion{s} {Bldg., Floor, Room)
445 Maxwell Frye Rd. Millersville

Na

14. Is Record Series Duplicated Elsewhere? {If yes, spacify agency or office.}

15. Access Reslrictions (If Yes, cile Law(s) & Regulation{s}
No

16. Audit Requirements

X Nong Stale

Federal

Independent

17. Is an Index System used? If yes, explain briefly and d

iba requirements

No

18. Recommended Retention

Retain 5 years then destroy

19. Name and Title of Preparer
Kimberly Cluney, Program Manager

20. Telephone Number
410-222-3204

21. Date
2152019

DGS 8504 (Rev, 1/63)







